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DRAFT
9 June 1953

PROCESS OF SEIECTING NEW CARFER EMPLOYEES

Caresr Employees, as defined in CIA Regulation ghall 25X1

be selscted for the Career Staff as a result of a three-step process,
as followss _
1. Identification, recruitment and selection of individusls
onn the basis of their capablility and sultability for pro-
vieional appointment to the Caresr Staff,
2. A period of planned instruction and development during which
the employee demonstrates his capability and suitability for
career employment. | |
3, A review &t the end of the provisional period to finally select
individuals ‘on the basis of their capablility and éuiﬁability‘for_
pexmanent appolintment to the Career Sta.ff; .
COMMENT: &-. The Term "provisioml period" is ‘used in lieu
of other similer terms in order to svold conflj.cﬁ
or confusion with any of the concepts, legsl or
traditional, which are associated with such
terms. (i.e. probationary period, trisl service
period)
b, The provisional period should apply to all new
éareer employees, regardless of civil service statuse

or veteran's preference rights. It will, however,
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be necessary to comply with lepal roquirve-
| ments pertinent to the tormination of various
groups of employees, if such action is indi-
. cated, _

II. There shall be established a CIA Selection Board, consisting of ane
voting member appointed by each of the followings DD(I), DD{P),
DD(A), AD/Commo, and Director of Treinings and ome advisory, nan-

 voting, menber appointed by each of the followings AD/Personnel,
Director of Sécurity and Chief, Medical Staff. The CIA Selection
Board shall be responsible to the CIA Career Service Board ézid
shall carry out the functions set forth herein. The AD/D sball
provide the Selection Board with an Dxecutive Scoretary and
such clerical and administrative personnel as are necded to Aperw
form its functions,
COTINT: a, Since this Board will, among other functions,
assune the duties now performed by the Professional
Selection Panel, the Panel willrue- abolished when
the Sa].ect.ién Board is established.
bs The woting nerbership of the Board is designed to
give a wvolco in the seloction process to each of
the prinecipal chains of cormand now existent in
the Agency.

wBen
SeEw(oReliT

D AES e mae emR W

Approved For Release 2002/08/23 : CIA-RDP78-00699A000100040043-7



(.

Information

Approved‘ndr Release 200@6%@L@ERDP78 OM9A000100040043 7

¢o The advisory membership of the Board is designed
to'givé the Board access to the specialized know-
ledge and techniques of those companonts of the
Ageney best sulted to assgist the Boarde

ITY, To assist recruit.ars s inmﬁgativa persamel, oporating officinls,

Iv.

and others concermned with the identification of individuals for
initial selection, a written statement of criteria for over-all
sultability for carecr omployment in CIYA will be prepared by the
Selection Beard and approved by the CIA Careor Service Doard,
COLTENT: a. 4 tentative statement of such criteria has been
prepared by the Professional Seloction Ponel and
can form the basis for such a paper,
Frior to the selection of an individual for provisional appointment
to the Carcer Staff, all information concerning thzrb individusl
which is avallsble within CIA, excluding only sensitive security
and medical information shail be assembled inte the porsenncl
folder of the progpective employec, -
COMTHT: a. Dxperience of the Professional Selection Panel has
shom that in many instances portinont information
is widely dispersed in files of different components
of the Agency. Ordinarily, there is no opportmity
for a responsible official to consider all of the
available information ccmcmming a prospective enployec
beforc malking a decision as to his employment,
=3
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b. Mumercus cases investigated by the DD/P Inopection

To

and Review Staff have illustrated the danger to
the Agency of not having all pertinent infomation

- available in me place. |
‘To meet this requirement it will be necessary for

the Security Office to prepare a dstailed report
containing all non-sensitive information acquired

auring the course of an investigation of a prose

poctive employee, whether adverse or not, At
prosent the pertinent information re erding past

conduet and performance, as learned £rom references,

‘past employers, neighbors, etc. = which in mest

organizations forms a basiec pard of the persanmnel.
folder = 1s not made available %o anyone outside tho
Secur_ity Office unless it is_coimidered to be suffi~
ciently derogatory to bc brought to scmaonels
attention. It is recognized that information bearing
on the individual®s loyalty or security sheuld not
be included in such reports. Therefore, the propa=
ration by the Sccurity Office of a separate roport,
with such information deleted, appears to be the

only feasible means of making the iaformation availe

able to those who need it. It is also recognised

ffen
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that the Security Office cannot underia:ce this
task without adequate porsannel, and it is urged
that sufficient additional personnel be authorized
to permlt the Security Office to accomplish this

~ essentlal tack. |

do Each cmm,t of the Agency must be required to
rosord all pertinent information concerning its
present or érospective employecs and to furnish
coples of such records for inclusion in the ine
dividual's personnel folder.

The complete folder containing all infommation concerning a progpective

employee will be maintained by the Perscnﬁel Office and be rade awail-

able through the Loard’s Txecutive Secretary for examination by an
appropriate Dxaminer for the Panel. (sec See. :{III) When any
information is disclosed which casts dmbt on tho indlvidualt’s
suitability, the Txaminer will refer the folder to the componont
desiring to emplby the individual so that it may dlscontinue
preeessing if desired,

COMTHT: a. The cxperience of the Professional Selection Panel
has showm that in many instances the Office which
inltiated action on an individual would discontimue
processing hin if administrative ini‘omation. resulting
from the Security ‘nvestipation were available $o it.

<¢§m
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VI, With respect %o applicants for non-professional positions, as
defined in pertinent CIA Regulations, the determination of sultw
abllity for a provisional appointment to the Career Staff shall
be made by the Personnel Office.

VIX. With respect to applicantu for carcer erployment in professional

positions; as dafined in pertdnent CIA Regulations, the deter-

mination of carcer suitability -~ as distinguished from tecimieal
or prof’e§sional qualification to £ill a specific posiﬁm - ghall
be made by the CIA Selection Board. This shall be accomplished
tirough the revicw of each case, prior to entry on duty, by an
éxaminer designated by the CIA Selection Board fram its Panel of
Pxaminers.{see Sec XIII) Such examiner shall review the applicantis
persennel folder and eithor (2) approve the applicant as suitable
for caresr employmerit by CIA or (b) refer the case for revicy by the
operating office concerned, and, if necessary, for decision by

the CIA Selection Board, He shall refer any case to the DBoard if
he cénsiders the individual unsuitable or if he believes a per-

sonal interview with the individual necessary for maling a *

determination, The decision of the CIA Selection Board shall

be final, subject only to reviow by the Dircctor of Central In-
telligence, Roview of a case by the BCI, if desired, must be
requested within ten working days after the Board's docision by
the DD/P, DD/I, DD/A, AD/Cormo, or Director of Training,

b
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CONTUT: a, It is congidered easential thet, in the process

of seleccting applicants for professional positions,
the decision as to overall suitability be reviewed
by a responsible officer outside the requesting
component, Such an officer is less likely to be
biased by the pressure of persgmnel shortages in the
Office concerned,

b, It should perhaps bo emphasized that the procedure
outlined sbovz is not concerned with the determination
as to an individual’s professional cualifications to
£i1) the position involved; bub rather with the less
tangible qualities of character and personality uwhich
bear on tho individualf®s suitebility for career en-

ploynent,

VIII, Individuals entering on duty as career cmployees, as defined in

CIA Regulation shall initdally be given provisional appeinte

ments to the Career Staff for poriods of either one or two years.

~ The length of the provisional period applicable to carcer employecs

in professional positions shall be two years, Tne provisional period
for career employees in non=-professional psotions shall be one year,
[ The present definition of professional positions is as follows:

Sne Note, Page 3 J.  Tach career amployee shall be informed
when he enters on duty as to the length of his provisional period,
He shall also be infomcd that he will be given trainin;; indoc-
trination, and mporvisery assistance to help him becone an
effective career amployee;, and, that his services will be ovaluated
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during his provisional period to determine

whether he shall continue a5 a permanent nenmber of the Carecr Staff

or be separated. |

CATTNT: a, Opinion in CIA varies widely as to the length of
tine needed to obscrve an employecis econduct and
performance in order %o mako a walid final deber-
mination as to his sultabdlity. This vardiation ir
opinion stems primaily f‘rqm “the widely divergeatd
nature of the dutdes perforned by career employecs.
While it may require o years, devoted to tralning,
hecadguarters and f£iecld assigrment, to determndne the
suitability of a career anployse assigned o pro=
foacional dutden, for emample, an FI Operations ‘
Officer, it woald probably be wneccssary o Sube
jeect his nonprofessional secmmxv to the sane
provigional period. It, thercforc, seens desirable
to establish provisional periods of different msﬂgs
for professional and neneprofessional carecr employcees.

b, Career employcos whoe have cmplﬁted a one=year provisional
peried in a z:son«pmi'éssimal position and are rcagsignoed
to a professioncl gmsition should be required to serve a
ono-— yeay provisional period in the profossionsl pogition
although they should retain all of the rights, privileges
 and bonefits which they kinve painod ag non=profeossional

nombers of the Carmor Staff,

;W
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¢, DOxisting logislation and government regulations
concerning the *trial serviee®or¥probaticnary
perlods? should not be considemd.in determining
the length of the provisional period sstablished
in CIA. Howower, it muot be recognized that such
laws and regnlations may require different processes
to offect the separation of certain proups of eme
ployees, If it be found that an appropriate pro-
vigional period cammot be effectively applied
within the btorms of existing laws, CIA should seek
legislative rcliof,

do I% has been. argued that extending the present onege
year trisl sorvice peﬂodg.
will add to CIA's personnel procurencnt problems,
'i‘he Professional Selsction Panel has no evidence
that the present one=year peried is a hindrance
to recruitment. The Panel believes that gains to
be realized from the extension of ﬁhe periad o o
years for professional employecs more then offset
possible increased difficultics in recruitment.

IX, Prior to the completion of the prév'isirmal period, a £inal determination
shall be made as to whether an individual is svitable for permanent
appointment as a member of the Career Staff. If found wmsuitable,
his employment shall be terminated. |

m9.—
g g L 2
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COLENT: a. 'I’he tormination of the provisional peried should
be highlightod as a time when something significant
takes place in the carecr of the employec. As a
minimm, a personnel action should be proparod to
indicate that a carecr employec has completed hls
provisional period and to show his permanent appoint-
ment to the Career Staff.

Y. The termination of those found wsultable will con-
tribute to the maintenance of & generally hich lovel
of Agency performance, will attract to CIA competent
people from the ontside; and will cmtriﬁute gig-
nificantly to the morale of employeaﬁ vho are doing
good work,

X, With rospeet $o employess in non-professional positions, the deter-
mination referred to in paragraph I¥ sholl be made by such persons and
in such manney as shall be directed By the Carecr Service Board having
juricdletion over the employes, J

XI. With respect 4o employees in professional positions the determination
referred m in parsgraph IX shall be mede as followsg

A. Prior to the expiration of the employects provisional perlod,
his service shall be reviewed by sn Examining Comdlites, The
Comrittes shall consider all available information concerning
the employee, including training and assossment reports, pei-
soonel evaluation veports, and all othor informotion comtained

in the employee's persomel folder., The Camittoe may interview
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the employee and/or his supervisor if it considers such
Interview to be desirable, _

The Commlttee shall make a recommendation that (1) the @1@%
be appointed as a member of the Carcer Staff, or (2) the
employee be separated, '

The recommendation of the Comuittee shall be reported to the
Carcer Service Doard having jurisdiction over the employee,
which shall (1) approve the Committec’s recommondation, or
(2) if it disagrees with the rocommendation, rofer the cace
%o the CIA Selsction Board, whose decision in the case shell
be final, subject only to review by the DCI, Revicw of a |
case by the NCI, 1f desired, must be rcouested within ten
working days of the felection Board’s decision, by the DI/I,
DI/P, DI/, AD/Commo, or Director of Training,

The Txemining Committecs referred to hereln shall consist of
two examiners (onc representing his T/0 componont and one from
the compunent represented Ly his Career Iegignation) and e
examiner from amother Office or Staff, The Committes will be
chosen in cach case by the Expeative Secretayy of the LIA
Selectlon Board from that Board's Panel of Lxariners.

The procedure outlined in paragreph XI shall also be followed in

every instance in which an employee is being transferred from a

nan-uprafeésiona}. to a professional position. In such cases the

wllﬂﬂ
GesEmGrelioaFT
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recommendation shall be (1) thet the employse be transferred, or

(2) that he be reteined in the non-professional position,

The Panel of exaniners of the CIA Selection Beard chall be composed

of experienced members of the Career Staff chosen by the CIA

Selection Board from 1lists of nominces submitted by the Coxeey
L ]

Service Boards. Examiz‘iers referred to in paragraphs VIT and X

above shall be chesen from this Panel,

bo

Much is to be gained through the system of ubilizing
the gkill and experience of & sizable number of senior
opcrabing officials fox the purpess of e;mnining end
rendering opinion on specific cases, This ghould
not be full«ﬁimaa duty. The moment it does ths
individual will lose his cowtact with operating
problems, | | |

In order to meet the mﬁk load & Fandi of pevhaps
'i“ifty Examiners, drawn from all components of the
Agenecy, might be required. The work load per
Examiney thus is of the order of two casss pey

month or perhaps three working hours per month.

This activity would be performed according to
preocedurss and criteria established by the CTA
Selaction Board. )

w 12 =
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¢. The CIA Selection Board of Ixaminers should have
the responsibility of making final solection from
among the nominees of the sewveral Caraé:' Service
Boards, Skill in d&scrimination, maturity,
Judicious impartiality, personnel e:perience and
sense of CIA mission should be the criteria for
selection of Fxaminors.

do Tt is bellewved that this extra duty for_ theso
senior people 1s an effective and practical
executive c'ievelopmnt techniqmeo |

Notes Professional positions shall mcan all staff employee positions
in Grada GS=7 and above, non-clericel positions in Grades GS=5
and G5=6; and the following military persormel: officers,
enlisted personnel grades 7 and 6, and lower grades in the
intelligence career field,

=13
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